
APPLICATION FOR RECORDS RETENTION SCHEDULE 
i 

. 
i 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES A N 0  HISTORY 

RECORDS MANAGEMENT DIVISION 

FOR RECOROSMANAGEMENT USE 
Appliqtion Number 

FORAGENCYUSE __-- 
&pollcation Date 

9pplicrtion Number Date Received Date Completed 

1. Agency Address 
Ga. Department of Public Safety 
959 E. Confederate AVe. S. E. 
Atlanta, Georgia 

NOV 2 4 1981 I -0EC 1 6  1981 
- _-- __ 

Telephone Number 
656-6091 

- I (Fiscal Services) ~~ _ . ~ -  

2. Person to Contact Working Title 
Accounting Clerk I 

-I_- --_ I_ -__ .~~ 
Charlotte M. Shiver 

-- - 

a. Estabiisn Retention Schedule; will continue to accumulate. 
b. 0 Dispose of p r txn t  accumulation-; no further accumulation anticipated. 
- CheckQne: 0 Cha_n$e; 0 Supercede: 0~ Void 
4. Dates of Series 
Earliest 

5. Rewrds Series Title (followed by title used in office; if different) , 

GASOLINE INVOICES 
_I 

What i s  the function of the Division and the Office in which this record series i s  created? 
1 1979 

6. Division ;nd Office Function 

The Fiscal Services (Staff) Division is responsible for accounting for funds; receiving and 

disbursing funds an?. budgeting for funds;for procurement of supplies and equipment, their 

issuance and maintenance; for providing support to these operations including procedures 

writing, forms design, records management and reproduction services. 

. 
I -- I 

7. Record Series Desaiption 

Documentsrelating to: 

This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Billing other State Agencies for gasoline obtained f r m  Dept, of Public 
Safety Posts t-gh out Georgia. 

Included are: Invoices ( DPS 654 8/74 SW) 

File is-arranged: Numerically by fn&ice Nknber. 

- .I-__ --I ---_____ I____- 

B. Monthly Reference Rate How often are records referred to which are: 

One to six months old A; Seven to twelve months old ; Thirteen to twenty-four months old 
twentv-five months and older ? 

Lettersite drawers - . ; Legalsire - drawers ---; Shelves : Other (speofyl - - 

\O  -. 
I -__- - 

9. Annual Rate of Accumu tion of Records 



. Does this series have historical or Ion 

11. Retention Requirements The following requirecthe series to be kept: 

-years. a. State Law years. d. Audit period a-- 
b. Statute of limitation years. e. 'Administrative need ..-,years. 
c. Federal law ---years. . f. Federal retention instructions years. ,. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

1 

. .  

, 

12. Amroved Disposition instructions This aaency recommends rhat the file series be cut oft ar tht end of each: 
2 Calendar Year: 19 Fiscal rea r ;  Other ~ then, 

L: Hold in the current files area 
Transfer to local holding area, hold 
Transfer to  State Records Center; hold 

rnonthk) _ _ .  . _- year(s); then 
year(s); then 

yearls); then 
O destroy. - 
El Transfer to  State Archives for permanent retention. 
3 Other (Specify) 

. Hold in current files area 1 year or until State Audit is completed, whichever is 
later then destroy 

These instructions apply to a l l  prior and future accumulations of the series. 

bxmmendations in para- 
iraph 12 are approved. 
I f  disapproved, attach lener 
I f  explanation.) 

N 


